
AM 401
November 8, 1991

Personnel Education and Training �����������	
�������

Programs ��
�
�����������

�����������

Administrative Manual
Los Alamos National Laboratory This page was last revised on September 29, 1989.

POLICY: .01 It is  Laboratory �  pol icy to assist employees who
want to increase the effect iveness of their
performance in their present assignments and to
encourage employees to obtain ski l ls, knowledge,
and abi l i t ies that may improve their career
opportuni t ies with in the Laboratory.

.02 Deleted.

Definition .03 Continuing education and professional development
encompass In-House Train ing, Orientat ion
Programs, Local Training, Tuit ion Assistance,
Nonlocal Train ing, Graduate Thesis Program,
Masters in Management Program, Advanced Study
Program, Professional Research and Teaching
Leave, and Professional Renewal Leave.

RESPONSIBILITIES:

Employee .04 Personal education, and part icular ly basic
educat ion,  is the responsibi l i ty of each employee.

Laboratory .05 The Laboratory may provide assistance under
certain circumstances if  train ing is mutually
benef ic ial  to the Laboratory and to the employee.

Supervisor .06a The group- or div is ion-level manager determines i f
a course of instruct ion is job-required or job-
related (see .08-.10a)�and approves or d isapproves
requests for tra in ing.  Only job-required or job-
related courses may be approved. �

.06b Approval is  based pr imari ly  on the needs of the
Laboratory and on other factors, such as
avai labil i ty of funding, t ime required away from
the job, employee performance on the job, and
employee performance in previous train ing.

Approvals .06c Group- or division- level  approval is required on al l
requests for tra in ing.
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ELIGIBILITY: .07 Employee el ig ib i l i ty to part ic ipate in a part icular
tra in ing act iv i ty  or program depends on the type of
tra in ing, the appointment status of the employee,
the tra in ing program parameters, and the approval
of the supervisor.  General e l igib i l i ty for specif ic
tra in ing programs is indicated on (table)
400.I.El ig ib i l i ty for Train ing, at the end of th is
sect ion.   Non-Laboratory employees, including
Laboratory Aff i l iates and contractors, are �
el igib le for �  job-required tra in ing only. �

TRAINING CATEGORIES:

Job-Required .08 Job-required training is �  considered essential for
an employee to meet the requirements of a
current ly assigned job or to meet the changing
requirements of that job.  Job-required courses are
part  of the employee’s work assignment.  For
nonexempt employees, job-required class t ime is
paid as t ime worked.  For exempt employees, job-
required t ime that fa l ls during the employee’s
scheduled work hours is considered t ime worked.

.09 Mandatory Laboratory or ientation and tra in ing
programs are job-required. In addit ion, group- or
divis ion- level managers may designate certain
courses as job-required for speci f ied indiv iduals
when needed expertise is not avai lable in suff icient
quant i ty within the divis ion.

Job-Related .10a Job-related tra ining is tra in ing that does not sat isfy
the job-required cri teria but enhances employee
value to the Laboratory in the same occupational
f ie ld or in a di f ferent f ie ld with a potent ia l benef i t
to the Laboratory.  �   I f ,  on their own in it iat ive,
employees attend independent schools, col leges, or
�  trade schools af ter hours, the t ime is not
considered hours worked even if  the courses are
direct ly job-related.

.10b Nonexempt —  For nonexempt employees, a l l  job-
related in-house courses held whol ly or part ia l ly
during scheduled working hours are considered
hours worked.  When attendance is approved by the
supervisor, non-Laboratory-sponsored job-related
train ing scheduled dur ing normal work hours or
overlapping work hours is considered hours
worked.  See AM 404.

http://admin_manual.lanl.gov:1500/pdfs/adm/am404.pdf
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NOTE:   A nonexempt employee may request a
work schedule change for part ic ipation in job-
related educat ional courses that are not
approved by the supervisor for at tendance
during work t ime.  The supervisor may approve
either a personal reschedule or a f lexed work
schedule (see AM 326) .

.10c Exempt —  For exempt employees, job-related in-
house class t ime that fal ls  dur ing the scheduled
work hours is considered t ime worked.  At the
discretion of the supervisor, non-Laboratory
sponsored job-related courses taken dur ing
scheduled working hours may be reported as hours
worked.

REIMBURSEMENT:

Job-Required Courses .11 All  course-related costs for job-required courses
are prepaid by the Laboratory, except costs covered
by the Tuit ion Assistance Program.  Course-related
costs �  covered by the Tuit ion Assistance
Program are reimbursed after successful  complet ion
of the course.  See AM 405.

Job-Related Courses .12a For job-related courses,  d irect expenses or a
port ion of the direct expenses may be prepaid or
reimbursed.  Reimbursement for courses covered
under the Tuit ion Assistance Program is l imited to
tui t ion, laboratory fees, and computer fees.  See the
individual subjects in AM 400 for information about
specif ic a l lowed expenses.

Taxation of Graduate .12b Reimbursement for tui t ion assistance for graduate-
Tuition  level courses may be subject to federal income

taxation.  See AM 405 for more information.

REDUCED UIVERSITY FEE
     ENROLLMENT

Employees .13 A regular Laboratory employee who meets the
admission requirements of the Universi ty of
Cali fornia is el ig ib le for two-thirds reduct ion of
both the Universi ty Registrat ion Fee and the
Universi ty Educat ional Fee for up to 9 uni ts or 3
regular session Universi ty courses per quarter or

http://admin_manual.lanl.gov:1500/pdfs/adm/am326.pdf
http://admin_manual.lanl.gov:1500/pdfs/adm/am405.pdf
http://admin_manual.lanl.gov:1500/pdfs/adm/am400.html
http://admin_manual.lanl.gov:1500/pdfs/adm/am405.pdf
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semester, whichever is greater.  An employee so
registered is inel ig ib le for the services and
facil i t ies of  the Counsel ing Center, gymnasiums, or
the Student Health Services, other than those
services to which the employee is regular ly
ent it led.   Employees on long-term leave without
pay are not e l ig ib le for reduced-fee enrol lment.

Retirees .14 An employee who ret ires with in 4 months of the
date of separat ion from Laboratory serv ice, who is
an annuitant of a ret irement system to which the
Universi ty contr ibutes, and who meets the
admissions requirements of the University is a lso
el igib le for reduced fees, subject to the restr ic t ions
stated in .13.


